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Jlna zabesnedeHHs ynopsjakyBaHHs oOMiHY cily:k00BOI Ta ynpasiiHCLKOI IH(pOpMaLLT,
inpopmauiiinoi Oe3nekd, a TaKoXK MIABMIUECHHA PIBHA KyJIbTYpH KOPUCTYBaHHS KOPMOPaTHBHOIO
eJIeKTpOHHO10 nowroo CymIY

HAKA3VYIO

1. 3arBepautu Bepcito 01 «IHCTPYKUIT KOPUCTYBAHHS KOPMOPATHBHOIO €1EKTPOHHOKD MOLLTOIO
CymI¥Y» (nani — [HeTpyKiiis).

2. VYciM KepiBHUKAM CTPYKTYPHUX MiAPO3AiIB YHIBEPCHTETY, Y T.U. BIAOKPEMIEHHX, B TEPMIiH
a0 01.06.2018p. o3HalioMHTH nNia ocoOMCTHH nianuc (nojatok Ao IHCTpykuit) 3 [HeTpyKuieto ycix
NiANops AKOBAHKX TpaLiBHUKIB Ta 3abe3nevnTH 11 6e3yMOBHE BUKOHAHHS.

3. KoHTponb 32 BUKOHAHHAM L1bOTO HaKa3y nokiactu Ha npopektopa 3 HIP JlroGuaka B. O.

4. 3acTynHUKy HayallbHUKaA BiULINY JOKYMEHTHO-IHpOpMaLIHHUX KOMYHIKaUIA Ta KOHTPO.I1O
Axumenko JI.B. shectu [nctpykuito a0 Peccrpy ocHoBHOT HOpMAaTHBHOT 0a3u CHCTEMM YMpaBaiHH
sKicTio AistibHOCTI CYyMCBKOTO JEpiKaBHOrO YHIBEPCHTETY, JOJATOK 0 IHCTpyKuii — a0 Peectpy
«Illabnoun pokymentie CymJ[V», Ta J0oBecTH JaHMH Hakaz [0 YCIX KEpIBHMKIB CTPYKTYPHHX
Miapo31iMiiB B €1EKTPOHHOMY BHIIsIAL

Pexrop /é\/ A. B. Bacunbes

[IpoekT Hakazy BHOCHTS:
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IHCTPYKLIA
KOPHCTYBAaHHSl KOPNOPATHBHOIO €JIEKTPOHHOIO MOLITOO
CymcbKOro 1ep:kaBHOTO YHIBEPCHTETY

Bepcis 01

1. 3arajaepHi NOJIOKEHHSH

1.1.  TncTpykuis KOpHCTyBaHHsS KOPIIOPATMBHOIO €NeKTPOHHOK IOLITOIO
CymIY (mami — IncTpykuis) BM3Hayae npaBa Ta OOOB’A3KM KOpHMCTyBada Ta
perijiaMeHTye IopsioK poOOTH 3 KOPIOPATHBHOIO EJNEeKTPOHHOK IOHITOI B
CyMCBKOMY JIep>KaBHOMY YHIBEPCHTETI.

1.2.  KopnopatusHa enekTpoHHa mnoiurta € BracHictio Cym/IY i Moxke Oyru
BUKOPUCTaHa TIJIBKM B clyx0oBUX Ta iHpopmaniitHux 1uax. BukopucrtanHs
€JIEKTPOHHOT IMOUITH B IHIIKX LIJAX 3a00pOHEHO.

1.3.  Bumoru [netpykuii € 060B’sI3K0BUM [T KOKHOTO CHiBpoOITHHKA 3 yacy
Horo o3HalOMJIEHHsI 3 HMMM I1JI [IJINMC Y BIANOBIIHOMY JKYpHall CTPYKTYPHOTO
nipo3aity (nogatok a0 IHeTpykmin).

2. HopmaTHBHI MoCHJIaAHHSA
[HCcTpyK1is po3pobieHa BIAMOBIAHO 10 HACTYMHHUX HOPMaTHBHUX JTOKYMEHTIB!
- 3akony Ykpainu "llpo HauionanbHy nporpamy iHdopmatuzauii” (74/98-
BP) i3 3minamu, BHeceHnMH 3riaHO 3 3akoHoMm N 2684-111 Bix 13.09.2001;

- Ha mniacraBi Ykazy Ilpesuwmenta VYkpainu Big 13 mrortoro 2017poxky
Ne32/2017 «llpo pienns Paau nauionansHoi Oe3neku 1 oboponn YkpaiHu
Bin 29 rpyaust 2016 poky «Ilpo JMokrpuny iHdopmauifinol Gesnexu
YKpatHu»».

3.  OcHoBHi TepMiHH, BH3HAYEHHS, CKOPOYEHHS

- c-apeca — CIICKTPOHHa ajgpeca;

—  e-aZpeca KOpHCTyBaua — IEPCOHAJIbHA EJIEKTPOHHA aJ[peca CIiBpoOITHHKA
YHIBEPCHTETY;



MOH Vxpaiuu | [HCTpYKLIS KOPHCTYBAHHA KOPIOPATHBHON efleKTpoHHOt0 nowtoio | Ctop. 2

CymOY

CyYMCBKOFO IepaBHOMO YHIBEPCHTETY Bepcin 01

e-alpeca CTPYKTYpPHOIro I[iaposnuty — odinifina ¢-aapeca CTPYKTYPHOTO
NiApO3aiaY;
€-THCT - eJeKTPOHHHUH JUCT (TOBIAOMIICHHSI);

KOPHUCTYBay — MpaliBHUK, SKUH Npalloe 3 afmapaTHO-MporpaMHUMU 3acobamu
Ha  KOMII'IOTEpH3oBaHOMY pofouoMy Micli 1 BlANOBMaE 3a X
dyHkLHionyBaHHS B iHpopManiiniii cucremi CymIY;

KOpIOpAaTHBHA €-[OLITa — KOPINOPAaTHBHA ENEKTPOHHA MOMITA MpaliBHHKA
yHIBEpCHTeTY, cOpPMOBAHA 3 BHKOPUCTAHHSIM JOMEHHOIO IMEHI Y JOMEHI
sumdu.edu.ua mrs oOMiHy ympaBliHCBKOIO indopmanico, sika He Mac
IOPUAMYHOL CHJIH,

mMiT BKIageHoro daiiny — obmexenHs o06’eMmy iHdopMmatil (TeKcToBO,
rpa{iuxol Ta iHIIe) [t BiONPaBKU eNeKTPOHHOIO MOLITON, B 3AJIEXHOCTI Bijl
THILY CEPREPY;

JIIMIT NPH KOPUCTYBaHHI €-alpecy — KiNbKICTh BiANpaBleHUX e-TUCTIB 34
IIepiojl Hacys;

Cym/[lY — Cymcebkuil nepcaBHUI YHIBEPCUTET;

LTOIC — Ilentp Texniuroro obciyropyBanHsa iHQOpMaliiHUX CHCTEM.

4. Ilpasa Ta 000B’A3KH KOpHCTYBaua

4.1.

4.2,

KopucryBay Mmae npago:

3BEPTATUCH JO CHCTEMHOTO anMiHicTparopa mnigposminmy ab6o LTOIC 3a
KOHCYJIBTAUlIAMK | TOSCHEHHSMH CTOCOBHO MHTaHbL POOOTH KOPIOPATUBHOY
eNeKTPOHHOT MOLITH,

sgepratucs Ao LITOIC y pasi BuHWKHeUHs cuTyallil, AKi He nepenbaueni
niero  [HCTPYKUICHO MPU  KOPUCTYBaHHI KOPMOPATHBHOIO ENEKTPOHHOIO
TIOLITOO.

KopucrtyBau 3000B’s13aHuii:

AOTpHMyBaTHCs BuMor [HceTpykuii, [losokeHHS mpo opradizaunixo Ta
KOPUCTYBAaHHA KOPIIOPATUBHOIO eJNEeKTpOHHOI mnoumtole B CyMcbKomy
HEepXABHOMY YHIBEPCUTETI Ta BHYTPILIHBOYHIBEPCHTETCHKOI HOPMATHBHOY
0asu;

KOPUCTYBAaTHCA KOPIIOPATUBHOIO e-TIOMITOIO, Y TOMY YHCHAI BiANMpPaBIATH i
OTPHMYBATH CNEKTPOHHI JIMUCTH ApPH BHUKOHAHHI CIIy)OOBHUX MOBHOBAXKEHb,
BHYTPILIHIM 1 30BHIIHIM KOPECIIOHACHTAM 13 BUKOPUCTAHHAM MEPCOHANLHOT
e- ajipecH;

PEryJISIpHO NMEPEBIPATH HaIXOIKCHHS e-TIOIITH Ha [ePCOHANBHY e-anpecy (He
MEHILLE JIBOX pasiB MmpoTAromM pobouoro OHS),
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Ipu

4.3.

BiZLIOBIAATH Ha 3alMTH, SKI HAOXOAATH Ha KOPIOPATHBHY e-MOLITY, He
Ni3HILIE HACTYNHOro poboYoro MHMA, a8 y BHMNAIKY BiACYTHOCTI Ha pobouomy
micll (BiApAMKEHHs, BiINycTKa, JIKAPHSHME TOWIO) BHKOPHUCTOBYBATH
(YHKLIIO aBTOBIATIOBIRI NilleH3IMHOrO mporpamMHoro 3adesrnedenHs, 1 AKLIO
L0 (PYHKIIIO MIATPUMYE TOIITORHY ceprep;

BIANPaBAATH ajpecary (qaind 3 po3MPCHHAME (HANpUKIan, .exe), y
apxiBHOMY BHIJsAi, BUKOpHCTOBYoun ZIP a6o RAR, y 38’s3Ky 3 THM, LUO
Gararo BipyciB JUIs MOLWIMPEHHS AOAAI0OTH BO BKIaAeH] daitiu 3 po3LUpeHHsM
IS aBTOMATHYHOTO 1X 3aIyCKy.

MiATOTOBL] JiMcTa 10 BianpaBky criBpobiTauk CymIlY 30608’ si3anuil:

BKa3aTW TeMy JIMCTa, BIANOBINHY Horo 3micry (Hampuknam: [Hakas] mpo
3abesriedeHHsl. . .., abo [cepsic] Tenedornuit nopinuuk; [LIBP] crincok nurans
Ha Panmy 3 indopmaTuzanii);

y pasi, AKUIO AQ JIUCTa JOMAOThCs (aMnu-BKITANEHHS, BKA34aTH Ha JaHy
obcTaBUHY B OCHOBHOMY TeKcTi nucTa. MakcuManbHuit posmip, BHXIAHOTO
JIUCTa pa3oM 13 3aroyioBKoM ckianae Big 20 mo 25M6 (B 3ameskHOCTI Big THITY
cepBepy BimmnosigHo o n.3.2. «[lonmoxkeHHs 1npo opradizailio Ta
KOPHUCTYBaHHs KOPIIOPATHBHOIO ENEKTPOHHOIO mnomTord B CyMCBKOMY
IepkaBHOMY yHiBepcuTeTy»). lpn BianpaBLi e-mucTa po3Mip BKIAAEHOrO
daiiny 36inemyeTses Ha 30%, (Hampukian, sSKWo gonatd ¢ain posmipoM B
10M®6, to posmip nucta O6yae ~ 13 M6). V pasi sikino obcsaru daiinis ans
BIANpaBKM IEPEeRMIIYE IOMYCTHMHUIl JiMIT BKIameHoro ¢ainy, AOKYMEHTH
cniz 3aapxiByBatH (Daxkano B opmat ZIP) abo po3Cutu Ha JeKinbKa JTHCTIB;

B KiHLI TEKCTY €JeKTPOHHO! IOIITH BKa3aTH MIAMKHC, o (PakTHUHO € Horo
BI3UTHOKO KapTKow. Sk 1 Bi3WTHA KapTka, MATMC HeoOXigHui s
CIJIKYBAaHHA B KOPIIOPAaTHBHOMY cepenoBuinil. [Ipu Biampasui e-rnowroro
nianuc € oGOoB'S3KOBHM. BIMOBIAHO M0 KOPHNOPATHBHOI CTHKH — MiAMWc
noBuHer OyTu odopMNeHuit y BIIMNOBIAHOCTI IO BUMOT 1ONO O(QOPMISHHS
TMIMHCY KOPIIOPAaTHBHO! eNEKTPOHHO! MOWITH Ta MaTh eAMHWH oQiiifuni
BUTJISIL.

Kopucrysauy 3aboponsernes:

BMKOPUCTOBYBATH KOPIIOPATHBHY €-TIOLITY JUIs Ilifed, He [OB’g3aHMX 3
JISTIBHICTIO B YHIBEPCUTETI;

BUKOPUCTOBYBATH 3OBHILIHI MOINTOBI cepBepy {mail.ru, yandex.ru i T.r.) B
CIyk00BUX 1ILIISAX,

BIONPABISATH €-JJUCT, 3MICT SKOrO CYTEPEUHTh UMHHOMY 3aKOHOIABCTBY
Ykpaiuu;

PO3CHIIATH JIHCTH, 110 MICTATE KOHGDINCHIIAHY iH(popManio, A0CTYI 40 SKOi
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ODMEXEHO YMHHUM 3aKOHOAABCTBOM, y TOMY YMCHI MICTATh AEpKaBHY
TAEMHUIIO, KOMEPLIHHY TaEMHHUIIIO, TMepcoHanbHi AaHi TrpoMamdd y
BIIKPHTOMY BHIVMISAI (32 BiJCYTHOCTI 3rOAM  OCTaHHIX), Marcpiaiu,
BUKOPUCTAHHA SKHX TIOPYIIYE TIPaBa iHTENeKTYITBHOT BIIACHOCT;

PO3CHIIATH e-TUCTH, AKlI MICTATh OpyTalibHi abo o00paziMBi BUCIOBH Ta
PONO3HILT;

BIINpPaBIIATH y BKIaneHHi (aitnu 3 posunipentsmu (bas, bat, com, cpl, crt,
dll, exe, js, jse, Ink, msc, msi, pif, reg, scr, vb, vbe, vbs, vbx, vxd, wse, wsf,
wsh), nmucty 3 TakuMi daitnamu He 0OpOBIISIIOTECS TOIITOBUMH CEPBEPAMH |
HE MOXYTb OYTH OCTaBIEH] aApecary;

3/UHCHIOBAaTH MAcoBY pO3CHIIKY [OLITOBMX e-NUcTiB (Binblie  necaTu)
30BHINIHIM afpecaTaM 0e3 IX Ha Te 3rojH, HOMEPEAHBO He MOTOKEHHMX 3
OJIEpKyBauaMK  €JIEKTPOHHHUX JIMCTIB (peKiiaMHOro, komepuiiiHoro abo
ariTauifnoro xapaxrepy, abo IHILOrO 3MICTY);

30IHCHIOBATH  MAacoBYy  pO3CHJAKY  IOLUITOBUX  €-JIUCTIB  HA  ajpecH
KOPIIOpPaTHBHO e-NOLUTH 0e3 BUKOPUCTAHHS I'PYTOBHX e-aipec;

PO3CHJIATH Yepe3 KOPIIOPaTHUBHY CJIEKTPOHHY MOILTY MaTepianu, 0 MIiCTATh
Bipycu abo iHmI KOMI'tOTepHI Komu, daiinmu, rporpamy npusHadeHi s
MOpYLIEHHs, 3HHUIeHHS, a00 oOMeXeHHA QYHKUIOHATBHOCTI Oyb-gKOTO
KOMII'FOTEPHOrO Ta/ab0 TEAeKOMYHIKAIlifHOTO YCTaTKyBaHHS, MporpaM s
30IMCHEHHST HECAHKIIOHOBAHOTO [OCTYMY, a TakoX CepifHi HOMepu m0
KOMEPLIMHUX NPOrpaMHUX MPOAYKTIB | nporpaMu Afs iX reHepaii, AOTiHu,
mapoil Ta iHII 3aco®W NS OTPUMAaHHs HECaHKIIOHOBAHOIO MOCTYNy M0
IJIAaTHUX pecypciB B IHTepHeri, a TakoX TMOCWIAHHS Ha BUILIE3rafaHy
iH(OpMallilo, MOMUPEHHS K0T 32a00POHEHO YHHHWM 3aKOHOHABCTBOM;

BUKOPHUCTOBYBATH alpecy KOPIOPATUBHOI e-TNOWITH Uis  O(hOpMIIEHHA
MIAMHCOK B OCOOUCTHX LIIISX,

nyOnikysaTu e-ajipecy iHIUKX criBpoditHukiB CymY (6e3 ixmpoi Ha Te
3roAy) Ha 3aranbHOJOCTYIHHMX IHTepHeT-pecypcax (popymu, KoHpepenuii
TOIILO);

BIAKpHBATH BKJIaZleH] Galid y BXIZHHX MOBIIOMIIEHHSX 0e3 MOMepesHbol
MEepPEeBIPKY AHTHBIPYCHUMH 3aco0aMM, HaBiTh SKIIO BIANpPaBHHK e-THCTA
nobpe BIAOMEUIH;

HajgaBaTH, OyIb-KOMY Mapoib JOCTYITY IO CBOET MOIUTOROT e-CKPHHBKH,
BIANPABJATH €-JIUCTH depe3 CepBep eJeKTPOHHOI mowTH Oinbw Hik 10-15

KOXHI 5 cexkyHa Ta Oinpiu Hix 1000 e-nucrie 3a 106y (npu nepeBHILEHH]
JIMITY, BIANPaRIeHHs JUCTIB aBTOMATUYHO OOMEXYETHCS ).
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S.  Bumoru mwoao odopmiieHHs mianucy KOpmopaTUBHOT eJIeKTPOHHOT MOINITH

[TocninoBHicTs 3MiCTy MiAMKUCY B KiHII JIHCTA:

— mpi3BHIIe Ta iM's (ITOBMHHI OyTH HanucaHi B TMEBHIA MOCHIJOBHOCTI i
IIPU(PTOM OTHOTO PO3Mipy);

—  1mocaja;

—  Ha3Ba CTPYKTYPHOIO MiApO3MaLTY;

— IIOBHA Ha3Ba YHIBepCHTETy, WOro IOpHAWYHA anpeca (B OIUH psJIOK,
PO3ALISAIOYM KOMaMH, Ha3Ba MiCTa He CKOPOYYEThCS);

—  Homep pobouoro TenedoHy Ta dakcy (MMcaTH OTHUM PSIKOM, PO3ILISIOUH
KOMaMH, BKa3yBaTH KOJ KpaiHM), CHIBPOOITHUKH, IO MPaLIOIOTh B ABOX I
Olnblie MiclsX, BKa3zylOTh BiAMOBiAHI HOMepH TeiedOHIB Ta aapecu s
dimiit;

—  HoMep mobuIbHOTO Tenedony (3a notpedoro);

—  Jpyra e-azapeca (3a rnotpeboro);

— INOocW/IaHHs Ha BeD-callT yHIBEpCHTETY/CTPYKTYpPHOro niipo3ainy (3a

notpedoro).

(Hanpukaaa: 3 noearoto
[BaHOBa IpuHa
cekpeTap-pedepeHT
Binain nokymeHTHO-iHpOpMaLiHHUX KOMYHIiKaLliH
Cymcekuii aepxaBHuid yHisepeuTeT, 40007 m.Cymu Bya.Pumcerkoro-Kopcakosa.2
Ten.pad.+38 0542 xx xx xx; pakct38 0542 xx xx xx
http://sumdu.edu.ua)

[Tignuc aHrnidcEKOI0 MOBOIO BUKOHYETHCS 3a TUMH e BUMOTaMH.
6. BianopigaasHicTh

KopucryBau Hece nepcoHasibHY BiANOBIANbHICTE 3@ JOTPUMAHHS BUMOI JaHOL
[HCTPYKLIT 3riIHO 3 YHHHUM 3aKOHOaBCTBOM Y KpaiHH.

BinnosinansHu# 3a po3poOKy

[HeTpyKLIiT

Hauanpnux LITOIC ' A. JI. Jlenkos
[TOTI'OJIDXKEHO

[Tpopekrop 3 HITP %‘// B. O. JTioGuak
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IHCTPYKLliii KOPHCTYBAMHsL KOPAOPATHBHOIO CJIEKTPOHHOM AQLITOIO

Cynebkoro aepkasroro yuisepentery. Hoparox 1o [Herpykuii

CymIy
Wlabzon 3a sepeicio 0]
3ameeposicena naicazon pexmopa CyaJy
Ne)1349-1 5oy (13.05.2018 p.
Cymchkul nepkasHui yHiBepeuTer
KYPHAJX
03HAHOMIICH ST 3 IHCTPYKIZICIO
KOPHCTYBAHIIS KOPHNOPATUBHOIO CJCKTPONHOI NOWITOIO
CTPYKTYPHMI niaposain
No [Ipiseuite, im's, no [Tocana Oswuaiiomaenia (Huit)
n/n farbrosi Mara [Mignwc
1
2
~
5]
Poznouato «  » 20 p.

3akiHueHo « » 20 p.




